
Kimball Office Punch-Out Guide 
 
A punch out site has been created for this QPA to improve and speed up the ordering process of office furniture through this vendor. The punch out has been 
developed to allow for all requisitions to be created through the punch out regardless of whether the items being purchased are standard items or custom 
quotes. All requisitions for Kimball Office should now be created through the punch out. Below is a very brief overview with more detailed instructions following.  
 
Overview 
 
Standard Offerings 
Kimball Office has narrowed down a selection of office furniture products that are the most commonly purchased, core office furniture items that are 
anticipated to be purchased on a regular basis. For these items, you may navigate directly to items, configure the product based on available options, and add 
directly to your cart. Once you have selected all items, navigate to your cart and click “Submit.” This will pull your items directly onto your PeopleSoft requisition.  
 
Custom Quotes 
Kimball Office also offers the State a much larger variety of office furniture, from Systems furniture to other standalone pieces. In many instances you will need 
to involve Kimball Office to help you select the proper items and configurations for your spaces. You may initiate this process one of two ways: 
 

1. Within the punch out, navigate to the bottom of the homepage and click on the “Can’t find what you are looking for?” button. Fill out the request form 
and click “Submit.” This will alert Kimball Office of the needs of your agency and they will reach out to help begin preparing the proper quote for your 
needs.  

2. You may email the Kimball Contacts directly to start the process:  
Carrie Daniel: carrie.daniel@kimball.com 

 
Regardless of how you initiate the custom quote process, you will be able to retrieve your quote through the punch out. Once you have been alerted by Kimball 
Office that you have a quote ready, you may navigate to the punch out. Click on “My Account,” then “Quotes Waiting Acceptance.” Scroll down until you find 
your unique quote number. Click on your quote, review, and then add to your cart if ready to proceed with purchase.   
 
Your items will pull directly into the requisitions as separate line items. You may proceed to complete your requisition, take to PO, and then the PO will be 
electronically dispatched. Electronic dispatch will occur once daily at 5:30 pm.  
 
 
 
 
 
 
 
 
 
 



Navigating to the Punch Out in PeopleSoft 
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Familiarizing Yourself with the Homepage 
Below is a screenshot of the Homepage you will be taken to once you have accessed the punch-out through PeopleSoft. You may always navigate back to the 
homepage by clicking “Home” from any page within the punch-out.  
 

 
 
 
 
 



Creating a New Cart 
First, select “Create New Cart” from the drop down menu on the left. Second, fill in the Name and Description Fields and finally click “Create.” You may then 
begin to browse and add items to your cart for purchase. Please note that you may browse the catalog without creating a cart, but will need to create a cart in 
order to submit the items and move them to your requisition.  
 

 
 
 
 

  



Browsing the Catalog 
To browse the items available in the punch-out, navigate to the left-hand side of the screen where you will find product categories that can be expanded or 
minimized by selecting the plus (+) or (-) signs. You may click on the categories to see all items available or specific items from the menu.  
 
 

 
 
  



Choosing Options 
Many items within the punch-out come in a variety of finishes and fabrics. Below you will see that you can make option choices by selecting the “Select Your 
Options” drop down menu on an item page. The image will change/update based on the options chosen.  
 

 
  



Item Information and Specifications 
To learn more about the product, scroll down to the bottom of the item page. The specifications tab includes further useful item specific information.  
 

 
  



Adding Items to Cart 
Once you have made all of the option selections, select your quantity and click “Add to Cart.”  
 

 
  



Checking Out 
Once you have added all products to your cart, you may click “Go to Cart” to check out.  
 

 
  



Checkout 
Please review your cart to ensure that all items are what you intended to order including options and quantities. Click “Return to My Procurement System” to 
pull your items back into PeopleSoft as individual line items.  
 

 
  



Requesting a Custom Quote or Additional Information, Pt. 1 
On the homepage, click on the banner on the “Click Here” button at the bottom of the page if you cannot find something, have a question, or want to initiate a 
quote.  
 

 
 
  



Requesting a Custom Quote or Additional Information, Pt. 2 
The “Click Here” link will take you to the following form that can be filled out and submitted to Kimball Office. They will follow up to assist with your request and 
needs. Be sure to provide as much information as possible and click “Submit.”  
 

 
 



Placing an Order from a Quote, Pt. 1 
On the homepage, click “My Account.” 
 

 
  



Placing an Order from a Quote, Pt. 2 
Next, click “Quotes Waiting Acceptance.” 
 

 
 
 
  



Placing an Order from a Quote, Pt. 3 
A list of all quotes for State users will be displayed on this page. Click on the quote name provided to you by Kimball Office for your unique quote and to view the 
details.  
 

 
  



Placing an Order from a Quote, Pt. 4 
Review your quote details and click: 

 “Accept” if you agree and want to place the order 

 “Reject” if there is an error and need to delete the quote 

 “Cancel” if you want to exit the quote 
 
 

 


